State of California

DEPARTMENT OF WATER RESOURCES

California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION
Staff Services Manager |

DWR POSITION NUMBER
1402-4800-502

SAP POSITION NUMBER MCR
50000986 1

APPOINTEE
Vacant

SAP PERSONNEL NO.

DIVISION/SECTION
DFM/HR and Business Services Unit

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU:

Supervisory Related BU:
S01

Confidential Related BU:

Rank and File BU:

RESPONSIBILITIES EXERCISED
Supervisory [ Lead Person

IMMEDIATE SUPERVISOR (Print)

Priscilla Neal

SUPERVISOR'S CLASSIFICATION
Staff Services Manager Il (Supervisory)

APPROVED BY (Personnel Analyst's Name)
SCM

DATE

07/22/11

Percent of
Time

Activity

45%

POSITION SUMMARY
Under the general direction of the Staff Services Manager Il, as a working-level supervisor over the
Human Resources and Business Services Unit, the incumbent is responsible for planning,
organizing, leading and controlling a variety of administrative services for the Division.
Assignments are general in nature, as incumbent is expected to exercise considerable independent
judgment in making decisions and taking action in accordance with Government Codes, State laws
and Department policies and procedures. The position serves employees in five locations,
encompassing seven bargaining units and a multi-funded budget of approximately $4.89 billion.

ESSENTIAL FUNCTIONS
This position requires that the incumbent work cooperatively with others, maintain consistent,

regular and predictable attendance; communicate effectively both orally and in writing; establish
and maintain the confidence and cooperation of others contacted in course of business and use
good judgment and tact. The specific essential duties are:

Personnel Administration - Supervises the administrative functions of DFM relative to human
resources. Advises and makes recommendations to staff and management on varied and difficult
personnel management issues; reviews and approves personnel action documents and prepares
related reports and memoranda; analyzes and restructures positions; prepares or assists in the
preparation of job descriptions and revising class specifications; participates in recruitment
activities; coordinates Division exam requests and participation in the exam process; advises and
assists supervisors on rejections during probation, and informal and formal disciplinary actions;
and advises and assists supervisors on health and safety issues including workers' compensation.
As Division liaison with Labor Relations Office, provides advice and assistance to management
regarding MOU terms; responds to questions on Division activities during contract negotiations
with various bargaining units; investigates, makes recommendations, and prepares Division Chief’s
response to grievances and employee complaints; recommends remedies to avoid further

SUPERVISOR’S STATEMENT:

I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR'’S NAME (Print)
Priscilla Neal

SUPERVISOR'’S SIGNATURE

>

DATE

EMPLOYEE'S STATEMENT:

I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Staff Services Manager | 1402-4800-502 50000986 1

APPOINTEE

Vacant

SAP PERSONNEL NO. DIVISION/SECTION

DFM/HR and Business Services Unit

Percent of
Time

Activity

30%

10%

10%

5%

employee complaints and grievances. At the direction of the Division Administrative Branch Chief,
act as the Division liaison with the Office of Workforce Equality to ensure implementation of EEO
policies, and that all employees are given equal opportunity in placement, promotion, training and
work assignments and other activities. Works directly with management at all off-site locations to
resolve complex and confidential administrative issues. Supervisor staff to provide guidance,
direction, coaching, and mentoring of staff. Supervises and directs the Division training program
and the development of annual training plan; oversees and monitors the annual appraisal and
development process; and counsels employees on training opportunities.

Business Services - Supervises the business services functions which includes purchasing
equipment, materials, publications and IT hardware and software; processing and approval of
invoices; monitoring DFM equipment inventory, and the development and maintenance of a
database tracking system of business activities. Approves building maintenance at off-site
Division locations, space utilization, building service requests, and office modifications.
Authorizes requests for telecommunication services and computer communications including
cable and electrical needs.

Reviews administrative staff work assignments with the Division Administrative Branch Chief and
others to ensure timely completion and conformance to procedures. At the direction of Division
Administrative Branch Chief, represents the Division as primary liaison with departmental staff
offices and other State agencies in resolving complicated and sensitive problems. Prepares or
directs the preparation of responses to various division/departmental requests.

Advises senior management staff during regular scheduled meetings of all pertinent administrative
functions and requirements to ensure compliance. Works on sensitive human resources projects
as assigned by the Division Administrative Branch Chief.

Assists in the preparation of policies and procedures related to emergency response as part of the
Finance/Administration section under the Incident Command System. Within the Incident
Command System, the incumbent is responsible for participating in a lead capacity within the
Finance/Administration section, overseeing the performance of financial and cost analyses, the
establishment of cost center numbers, and tracking expenses for force account labor, contracting,
and purchasing. Participates in meetings with departmental staff, Office of Emergency Services
(OES), and FEMA.
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Staff Services Manager | 1402-4800-502 50000986 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant DFM/HR and Business Services Unit

Pe_rl_ci:r%rét of Activity

OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during
Governor-declared emergencies, flood, dam, SWP, and other incidents and emergencies.
Additionally, this position may participate in emergency operations in the capacity of area teams,
field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work,
including performing fieldwork to complete damage survey reports for droughts, flooding,
earthquakes, and other emergencies. This position may also serve in one of the sections as
established in the Incident Command System to assist the Department in performing its emergency
preparedness, response, recovery, and mitigation functions. These functions are established in
the California State Emergency Plan and the Department’'s Administrative Orders.
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	MRBU: Off
	Management Related: 
	SRBU: Yes
	Supervisory Related: S01
	CRBU: Off
	Confidential Related: 
	RFBU: Off
	Rank and File: 
	responsibilites: Yes
	IMMEDIATE SUPERVISOR: Priscilla Neal
	SUPERVISOR'S CLASS: Staff Services Manager II (Supervisory)
	personnel analyst: SCM
	personnel date: 07/22/11
	PERCENT OF TIME: 














45%
	activity: POSITION SUMMARY
Under the general direction of the Staff Services Manager II, as a working-level supervisor over the Human Resources and Business Services Unit, the incumbent is responsible for planning, organizing, leading and controlling a variety of administrative services for the Division.  Assignments are general in nature, as incumbent is expected to exercise considerable independent judgment in making decisions and taking action in accordance with Government Codes, State laws and Department policies and procedures.  The position serves employees in five locations, encompassing seven bargaining units and a multi-funded budget of approximately $4.89 billion.

ESSENTIAL FUNCTIONS
This position requires that the incumbent work cooperatively with others, maintain consistent, regular and predictable attendance; communicate effectively both orally and in writing; establish and maintain the confidence and cooperation of others contacted in course of business and use good judgment and tact.  The specific essential duties are:

Personnel Administration - Supervises the administrative functions of DFM relative to human resources.  Advises and makes recommendations to staff and management on varied and difficult personnel management issues; reviews and approves personnel action documents and prepares related reports and memoranda; analyzes and restructures positions; prepares or assists in the preparation of job descriptions and revising class specifications; participates in recruitment activities; coordinates Division exam requests and participation in the exam process; advises and assists supervisors on rejections during probation, and informal and formal disciplinary actions; and advises and assists supervisors on health and safety issues including workers' compensation.  As Division liaison with Labor Relations Office, provides advice and assistance to management regarding MOU terms; responds to questions on Division activities during contract negotiations with various bargaining units; investigates, makes recommendations, and prepares Division Chief’s response to grievances and employee complaints; recommends remedies to avoid further 
	classification: Staff Services Manager I 
	appointee: Vacant
	dwr position number: 1402-4800-502
	sap personnel no: 
	sap position number: 50000986
	division: DFM/HR and Business Services Unit
	mcr: 1
	percent2: 








30%







10%





10%



5%



	activity2: employee complaints and grievances.  At the direction of the Division Administrative Branch Chief, act as the Division liaison with the Office of Workforce Equality to ensure implementation of EEO policies, and that all employees are given equal opportunity in placement, promotion, training and work assignments and other activities.  Works directly with management at all off-site locations to resolve complex and confidential administrative issues.  Supervisor staff to provide guidance, direction, coaching, and mentoring of staff.  Supervises and directs the Division training program and the development of annual training plan; oversees and monitors the annual appraisal and development process; and counsels employees on training opportunities.  

Business Services - Supervises the business services functions which includes purchasing equipment, materials, publications and IT hardware and software; processing and approval of invoices; monitoring DFM equipment inventory, and the development and maintenance of a database tracking system of business activities.  Approves building maintenance at off-site Division locations, space utilization, building service requests, and office modifications.  Authorizes requests for telecommunication services and computer communications including cable and electrical needs.

Reviews administrative staff work assignments with the Division Administrative Branch Chief and others to ensure timely completion and conformance to procedures.  At the direction of  Division Administrative Branch Chief, represents the Division as primary liaison with departmental staff offices and other State agencies in resolving complicated and sensitive problems.  Prepares or directs the preparation of responses to various division/departmental requests.  

Advises senior management staff during regular scheduled meetings of all pertinent administrative functions and requirements to ensure compliance.  Works on sensitive human resources projects as assigned by the Division Administrative Branch Chief.

Assists in the preparation of policies and procedures related to emergency response as part of the Finance/Administration section under the Incident Command System.  Within the Incident Command System, the incumbent is responsible for participating in a lead capacity within the Finance/Administration section, overseeing the performance of financial and cost analyses, the establishment of cost center numbers, and tracking expenses for force account labor, contracting, and purchasing.  Participates in meetings with departmental staff, Office of Emergency Services (OES), and FEMA.
	percent 3: 
	activity3: OTHER RESPONSIBILITIES
This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor-declared emergencies, flood, dam, SWP, and other incidents and emergencies.  Additionally, this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department's Administrative Orders.

	supervisor name: Priscilla Neal
	employee name: Vacant


